HOW TO UPLOAD DOCUMENTS

[ STEPI: Start by opening the page where you want to upload your document. Click on the
‘Edit’ button in the upper right-hand corner.
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[ STEP 2: At this point, a decision must be made concerning how you want your uploaded
document to appear on the page. If you would like it to be presented by its document title
(e.q.. mew document. docx or uploaded-document pdd), in the main textbox, place the cursor
where you would like your document to appear.
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Alternatively, if you would like your document to be presented on the page under another title
or heading, type that title or heading in the textbox and highlight it.
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(1 STEP 3: Click the 'Documents’ icon along the top of the textbox and choose the ‘Upload
Document’ option in the dropdown menu.
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Note that, if you have already uploaded a document and wish to reposition it, click on the
‘Course Documents’ option. This will bring you to the file database where it has been

stored.)

STEP 4: Drag and drop the document into the ‘Upload Document’ space and click the
‘Submit’ button. You can also browse your device for a document by clicking on the ‘Upload
Document’ space. When you have selected the right document, click "Submit’,
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STEP 5: Finalize the process by clicking on the ‘Save’ button in the lower right-hand side of
the screen.
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